CHECK LIST OF MATERIALS TO BE SUBMITTED

WITH A CONTRACT TO THE 

STATE PROPERTIES REVIEW BOARD

Project Number:  __________________________

Contract Number:  ________________________

	
	No. of Copies
	Item

	___
	    1
	Request to Properties Review Board – should include (1) current budget information and (2) complete project title on first page

	
	
	Insert Bond Act number for statutory authority for funding into PRB memo

	
	    1
	Consultant's Contract, including exhibits or attachments

	
	    1
	Advertisement (the full ad)

	___
	    1
	Submission Information Forms from all Consultants who requested consideration and the Alpha Long List

	
	    1
	Memo selecting Consultant

	
	    10
	Forms SF-254 and SF-255, or Form SF-330 (SF-330 is mandatory after 9/1/04)

	
	    1
	Report of initial meeting

	
	    1
	DPW B-100 Supplement

	
	    1
	Selection Committee Results (Ballot)

	
	    1
	Consultant's Proposal

	
	    1
	Affidavit for Consulting Agreements (if value is over $50,000)

	___
	    1
	Gift Affidavit for Bid or Proposal from consultant obtained at time of response to RFQ (formal contracts) or at time of proposal (informal contracts).  (A.G. form is also acceptable until 

June 30, 2006.)  Needed if value of contract is expected to be over $500,000.

	
	    FORMCHECKBOX 

    FORMCHECKBOX 

    FORMCHECKBOX 

    FORMCHECKBOX 

    FORMCHECKBOX 

    FORMCHECKBOX 

	A. Exact full legal name of firm should be referenced in first line of the gift affidavit, along with the name and title of the person signing the affidavit.

B. If no gifts or campaign contributions given, the appropriate box should be checked.

C. The name of the person signing the gift affidavit should be the same as the person given authorization to sign in the accompanying resolution.

D. The date the gift affidavit is signed and the date it is notarized must be the same.

E. The date the gift affidavit is signed should be the same or later than the date the resolution is signed.

F. Notary seal and the expiration date of the notary public’s commission must be noted.



	___
	    1
	Resolution/Certificate from consultant authorizing person to sign the gift affidavit for bid or proposal.

	
	    FORMCHECKBOX 

    FORMCHECKBOX 

    FORMCHECKBOX 

    FORMCHECKBOX 

    FORMCHECKBOX 

	A. The resolution form should be appropriate for the firm’s type of business entity.

B. The exact full legal name of the firm should be referenced in the appropriate places.

C. The name of the person being given authorization to sign the affidavit must match exactly the name of the person executing the gift affidavit.

D. Date of resolution must be on or before the date the affidavit is signed.  

E. Must be signed by a different person than who signs the gift affidavit.

	___
	    1
	Professional Liability Claims History (5 year history of errors and omissions claims)

	
	    FORMCHECKBOX 

    FORMCHECKBOX 

    FORMCHECKBOX 

	The PL claims history should be a signed statement from the firm’s insurance carrier(s) or agent(s) stating either (1) there have been no professional liability claims made against the firm during the past five years or (2) there have been claims and providing the following information for each claim:

· Type of claim (brief description)

· Amount of any settlement

· Amount of legal expenses paid

· Amount of reserve

· Current status of claim

A. Check that claims history is a signed statement from the firm’s insurance carrier or agent, not from the firm.

B. Should reference the specific firm’s name, “professional liability,” and “past five years” somewhere in the letter.

C. Date of the claims history should be less than six months old. 



	
	
	

	
	
	Prepared by:  
	
	
	

	
	
	 
	Team/Project Manager
	
	Date

	
	
	                       
	
	
	

	
	
	 
	Legal Services Division
	
	Date
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